25X1 A 


Approved For Release 2001/05/0WliPiibp80-01826R0Q(i.9Q0070013-6 

draft 


office ov r?mmmsL msmmm mo. 


3 CBJBCT: Individual Care ear Plasaiag 


1* Qsneral 



«>G CEM? 

•me ctAss 
Jusr 


Q29 7%T1 


»m m 


TYPE 

jev cuts 

AOTHi HU 


KZ 


Vd-2 


a. A formal jsrtsgrssR of career planning for mcebers of the Personnel 
C^e«r Service Is established in order to effect individual career plan- 
aiite *ad d^elopetast m m orderly basis, this program jn vlmcnic the 
«f Idue %ssty ©arecr jgrogrm set forth in 



b* This asBorandua includes career planning, procedures for Individ- 
eals with tbs Service ^ssigaatlen of S-p la headquarters and the- field 
regardless of their asaigmmt or the capacity in which th^r ara serving, 
the provisions of this stomrmtdmt arc ®t applicable to Individuals .serv- 
ing .1® SMpwgrade j^34tAcras*_^Par®e$siel actions affecting tupergyad® 
esployees are governed ty| 
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e. Hie ob4®®tive of career planning is to outline the general diroe-* 
tic® of an individual *s future dcvelopewat and to specify the type of work 
assignments and training uhicb will contribute to his progress toward a 
f ram ed goal, the forawlailan of m Individaal Career Pcrelopamt Plan 
provides the individual wi og^xartunity to discuss and foraulai® his isssedlste 
and long-rang© career plsns and to receive counsel and guidance in reference 
to the possibility md mtms of teplTOmtSag: such plans. Approved plans cm 
record will assist the f>gmojf in westing requtra»«ts. for qualified personnel 
and at the static tiao further the progress of individuals in work areas in 
which they are interested. 

2. Policy 


*» Sff active as of 1 Smaamxy 195& an Individual Career O#r«lojpamt •• iun , 
approved ty the Head of th® Personnel C*r«?«r ferviee, will be required for 
each mmboT of the CIA Career Staff with the .Service Designation of S-f prior 
to effeetiog any personnel action regarding his proetotion or rmssiigsient. 
Thiit retjuirasmi any be waived for a period of six months for sn ii:«iivideal 
returning fro® a PC# overseas tour of duty. 

h* Formal career plans 'Will aot be required until an individual bus 
achieved Carver Staff status unless, in the opinion of the individual or 
his supervi sort ® ) , dsemmtatim of plans for such ®aplcye©s sars required 
or desirable. The Peraerasel Career Board will proscribe standards for 
tr&Amlng indi viduals during their trial service and provtadcnal peidods 
«od for providing tb«a with sxperieacts in a variety of asstganeats.. Iho 
ef the Staff or Division to which the iirfividasl is assigned wm be 
responsible for taking the tieceassry action to ensure that these general 
requirements are wot* 
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c. hidi'vldo&l Career Ewetesrwssfc rims n&Xl fee prepared init.ia.Ily by 
»efe !adi?£<fea with the assistance of his supervisor <CM®f ©f Staff or 
MaSilflB or his dosign©©}* A Ihivete^mi Coawltlso© erng o se d. of tlapv® p®r*wjwjii 
uatssly, the ?©r»a«M>1. Career #te*ag«ifflEit Officer (CHO) , tfeo Chief of Staff or 

having jarlr$i.etlon «wr the individual, and «n ad^ilcf&al a^roprtet© 
•enter official, Kill collaborate Kith the individual ia i&* final preparation 
of his career pin, 4 Plan, forwarded to the ChatrsM» of the Personnel Career 
Board, at 11 fee endorse! tgr the indivtdteel eoaeaamed *tti all master® of his 
Bsvelopsenl Cawiitee* 

4* Ind&vidaal C«re*r hevelopseat Pima sd.ll consist of proposals which 
wtmM, when tegCU&antod, Increase the individual * $ capacity f or service to 
the kgency, Saefe plena will be compatible with the individual*® capabilities 
and, la so far m possible* with hit career interests m terwa of the present 
sad miieip&tod porsomcl needs of 'the %cr*ey. A propcs&l for changes 1 b a 
PXati. as® 1 bo Initiated % an Individual at any tin© subsequent to the- Initial 
preparation of tee Plan* Hajor changes or revisions «re subject to tte ss»© 
review and approval m the original jpLsa. 

©» Individual Career JbwifliiwBt Plan® will fee reviewed tgr ill© Sanentlv® 
Congfdttee of tbs F«mnnd Career Board and ^»wsd by tbs Bmtd of tbs' ?«rso*mel 
Career Service, to. Individual ’ s approved career pirn will be *afos®gWKtly 
eacsidersd in mrsmst'm with the approval of all personnel and training actions 
affecting him* Ibis Is not intended to restrict desirable flexibility of 
aatioa, feat rath or to ensure that any act. t ms which deviate firm a career plan 
are taken after serious consideration of nil pertinent factors, tbo approval 
of etajor dbmgm In tho coarse of «a tedivl4H«l , 8 prepress will fee acCsaopaitled 
by appmpsdato nodifleatlaei of hi® oarr-tr plan. 

3, Eeeponelbilittes 

a, the lasscutive Conalttea of Hie Personnel Career Board, will review 
Individual Career 'dopvetepMBt Hans submitted in accordsne® with this Kmeranthn* 
ml will evaluate the progress of those Individuals toward the goals planned. 

fe* Hie Personnel Career Management Officer will 

(1) Arrange- for the consideration and review of Individual Career 
Oevalopaenl Plane «*sd will fee responalfele for the final preparation astrl. 
autes&aelon of such Pirns. In order to regulate the flow of corner plans 
being proeessed, the (SB will determine priorities in reference to the. 
processing of Plans, 1® will collaborate with the Chief of the Staff or 
Hivtetea to which. the individual is assigned In reference tc the oenrao* 
iag ©f each ttem&ojmmt Cofasitie© and In the dwtewsiaation of priorities 
for the pw®-essteg of Stetlvidaal Career bwelopnmt Plana, 


mZ» 
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( 2 ) notify in wtttag tiie. Individual threap W-' -'Staff or Mvisicn 

g>f that Mw caroor plea : s to be- considered fey a B<rycXopsetit CoEsrittce 

and apgyt do individittfiX with a Biographic Shrlef* based. or. Inf oration 
contained in the Official Personnel Folder* vaA inatmetims la rnf«r- 
wee to the initial preparation of hi® Flan* 

t, Cfetof® of Staff 0 mA 2 ivi#ioas ora rssspoooitio for wttrtac that 
individuals under their jurlodistion initiate their Tims md fha& Saete&UAe 
aup a cvt nors or otter appropriate offtdsls a»#i<i the issdividssls aid the 
Carets* Kanagsmaat Officer in the preparation of Plane. 


h. Proce dN a r oa 


a* Op the vwpioat of the CHO each, individual will draft a siatsnent of 
Hia career interests and plane to cover a period free* to® to five year# therein 
he capr'anaai hi# proposals far training* rotation* r'-assifpmetti* or retention 
in his present assignment. this aistosoni will serve as a basis for « di seoanim 
between the individual md bis ttarolopmat Ccnsslttee* 


b. The profXHSed Plan and Biographic Brief of tbs individual #1X1 bo 
prepared in qaadroplleato. Attached is % mg%m tod outline nfeich nagr be 
followed or Modified* as appropriate* in the prsparaticf* of 'the Han, 

c. lb# original and to© copies of both the Plan md the biographic 
Brief will be atubraltted to the 1'xecu live Cossittce of the Board, The 
original md copies of the Plan will be endorsed, fey flic Individual and 
the nmltmm of his ttew^teprtni Ctaasdtt##* 

d. %ba^quent to the approval fey the need, of the Personnel C sre-er ' ef#i#s 
the original and copies of the. Plan and the BtogriirMe Brief will be processed 
as follows* 

(l) lbs original oo$y (ineluiilng the Biographic Brief) will be filed 
in the OCfleUl Pcrsam#! Folder of the iadisidcal concQj-rvsd. 


<2) The second mgg will be r e tu r ned to the C»3 who will review the 
approve d aspects of the TTUsn repairing fomsal iaplasientodicn «*3 apnropri* 
ately record necessary action to be taken* This copy will then be filed 
in the records of the Personnel Career Board. 


(3) The third sojsgr will be return*! through ccmsad. cfaennels to the 
individual concerned. 

{&) Ute ttsrtt copy, hold by the -CKO as a rsfemee espy during the 
processing* will, bo destroyed . 
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